Royal Botanic Gardens, Kew — Herbarium Specimen Label Tutorial 


Introduction 


One of Kew’s strategic objectives is to make its collections available to researchers all over the world 
so everyone can access them and conduct important research. The only way we can do this is to turn 
our herbarium at Kew Gardens into an interactive digital herbarium. At Kew, we’ve been busy making 
digital images of our seven million plant specimens, however we still need to turn the written label on 
the specimen sheet into a digital and searchable format. This is where your help comes in. We are 
asking you to look at one of our digital specimens and copy the information on the label into our 
database. We have tried to make this as simple as possible and we’ve provided some helpful tips 
below. Once you have done one specimen, it gets much easier! Some of our volunteers have 
completed thousands of transcriptions, but whether you do just one transcription or thousands, your 
efforts are much appreciated, and are important in supporting a better understanding of global 
biodiversity and conservation. You don’t need to memorise this tutorial, but it can be useful to keep 
it open and read the relevant bits as you work through a task. 


Specimen sheet 


Once you open up a new task you will see a specimen sheet. This contains two important pieces of 
information. The first is the plant material itself, and the second is the written information on the 
sheet. At the bottom left you will see a square toolbar, where you can zoom in and out and move 
around the specimen sheet to take a closer look. You can also use your mouse on the image itself to 
move around. First, have a look round, look at the plant and read about where it comes from. 


Around and below the specimen sheet you will see lots of fields that need to be filled in with 
information from the sheet. Some has already been completed, and just needs checking, other 
information you will need to carefully read from the label and transcribe into the relevant boxes. 


The most important fields for us are: Collector(s), Collector Number, Collection Date, Country and 
State/Province/Territory (these are starred in the instructions below). Look for a gi 


If vou can't read something on the label here are three things vou can do: 


l- Postinthe forum 
Open up a new forum task and ask others if thev can decipher the information vou can't read. 
Click on Create Forum Topic ) on the expedition landing page. 

2- Skiptherecord 
At the bottom of the task thereisa Skip button. If you skip a task, someone else can have 
a go at this specimen. 

3- Save the record 
If you are happy with everything in your transcription except one field, click. Save unfinished record 
and come back to it later. Sometimes another specimen shows the same information more 
clearly. 


Anatomy of a Herbarium Specimen 


Determination 
slip showing 
expert’s view on 
the identity of 
this specimen, 
with expert’s 
name and date 


Stamp applied 
when material 
sent on loan 
by Kew 


Earlier 
identifications 


Annotation by 


collector indicating 
collection locality 


Barcode is a 
unique identifier for 
each specimen 


Symbol indicating 
specimen was poisoned 
to avoid insect damage 


—— i: 


MW Ill 4 


imaged for Ratlora 


i 
Ruler included 
only in specimen 
image to indicate 
scale, source 
institution where 
the specimen is 
deposited and 
their copyright 


9 10 Kew/ $$ 


| 


~ History of this specimen: 


March 1837- Collected by.George Gardner 
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~ 1840- Incorporated in the Kew Herbarium 
with all of Hooker’s Herbarium 


2000- Loaned to Universite de Neuchatel, 
Switzerland 


2000-2003- Identified as Macrocarpaea 
glaziovii Gilg by monographer Jason R. 
Grant 


2015- Barcoded and imaged for Reflora 
project at Kew 


July 2015= kabel data captured by Reflora 
project at Rio de Janeiro Botanical Garden 


2015- Published on the Reflora Virtual 
Herbarium 
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M.F. Caliċ-via the Reflora Virtual Herbarium £ 
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View this specimen online at http://specimens.kew.org/herbarium/K001049339 


Copy of collector’s field notes showing Stamp indicating 16 indicating 
from top: the collector number, his herbarium where the geographical 
provisional identification, description specimen was region of 


of the morphology of the plant and 
the habitat where it was collected, the 
collector reports that he did not find it 
in flower, date when collected and the 
collector’s name, G. Gardner 


originally desposited 


collection in the 
Kew filing system 


Adapted from Nic Lughadha et al. 2016, Reflora Booklet http://aplicacoes.jbrj.gov.br/divulga/reflora booklet.pdf 


Catalogue No. 


kemm l eee a — n m Catalogue No.: K000842574 z 2 
Copy from previous task 
Taxa: Aristolochia foveolata (Aristolochiaceae) 


ROYAL BOTANIC GARDENS KEW 


1. Museum details Shrink 
Wh Sheet of (if noted) ? 


K000842 Country the specimen is filed ` Peninsular Malaysia 2 
under 


Normallv, at the top of the image vou will see a barcode. The first thing to do is check that the 
Catalogue No. in the image matches the barcode label in your task. If it does not please alert us in the 
field “Your Notes”, click on “Submit for validation” at the bottom of the page and move on to the next 
specimen. 


Some sheets have more than one specimen (often separated by a pencil line) and in these instances 
each specimen will have been given its own barcode. Transcribe the label information that relates only 
to the specimen given the barcode shown under Catalogue No. 
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1. Museum details 


1. Museum details Shrink 
Sheet B of |2 (if noted) U 
Country the specimen is filed | Peninsular Malaysia ? 
under 


Sheet number 

Occasionally the label will state “Sheet H of #” (e.g. Sheet 1 of 2), denoting that the plant material was 
too large to be held on one sheet and therefore was spread over multiple sheets. Fill in the numbers 
as written on the sheet. If it is not noted, just leave this field blank. 


Country the specimen is filed under 

Please do not change the information in this field. This information is taken from the folder this 
specimen stored in. In some cases the country/locality on the folder may be incorrect, but we will 
resolve this later. 


Plant parts 

Please tick the boxes for each of the plant parts that you see on the sheet. Don’t worry if you aren’t 
sure, just tick what looks most likely. Most specimens have leaves and some stem. Many will have 
fruits or flowers, or both. 


DNA Voucher number 

This is the number that tells us where to find a DNA sample of this plant part in our DNA and Tissue 
bank. Please enter the DNA voucher number if present on sheet. It may look like this: "DNA Bank 
No. 22656". —— 


DNA bank number 2993 


This number is usually clearly labelled and is just a 

simple number. Any number with dots, dashes, Photo tM) Spirit.) = DNALM Capt] Draw.) 
letters, etc. (even if they may have “DNA” nextto P^ Youstierne 24 og Le ee: a 
them) are not Kew DNA voucher numbers and should be put in Additional Information instead. You 


may wish to make a note in the “your notes” box to alert the validator to this. 


There may be instances where the label indicates 
L l L : Ancillary Collections CENA Phowos 
there is a DNA sample available for this specimen 
L L Landrein, S. 105 3 July 2008 
however no DNA number is provided. In most cases, 
x . $ Fuente by the Bertha Mason Trust f/ pi Inetitute ħar Wslegy & Pordsioqgy 
these specimens will actually have a DNA voucher in Kew P Hen, tena Sb 3 Ker —) tn. Aol Stoner pe opi 


the DNA bank however the herbarium specimen 
was labelled before its DNA was assigned a number. In this case, simply make a note in “your notes” 
for the validator to pick up on and they can enter the DNA voucher number straight from the DNA 


bank using the collector’s name and number. 


Accession number 

This is the number that tells us where to find a living specimen of this plant within Kew Gardens or 
Wakehurst Place. Please enter this number if present. It may look like this on the sheet: "2001- 
4299". 


Kew accession numbers mostly take the form of a date, followed by a dash and then a number. 
These will either be labelled “Kew Accession Number” or, in some cases, may be found as a 


“comment”. — 
ome Comments Kew 1971-333 


Older specimens may take a different format of the number. It is only necessary to enter these into 
the accession number box if it is clearly described as an accession number for a Kew plant. Any 
numbers you are uncertain about can be put into the “additional information” section. 
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Some specimens will say on the label that they are cultivated, however they will have no accession 
number. These are usually older specimens or specimens that have come from other gardens. These 
do not need an accession number and so this can be left blank. 


All specimens with an accession number are cultivated, meaning that the cultivated box should be 
ticked if an accession number is found, even if the label does not explicitly say that it is cultivated. 


Loan stamps 
Here are some examples of loan stamps, these are not accession numbers, it is not necessary to 
enter these numbers anywhere. 
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Restricted specimens 
Please check the specimen for any labels like these mentioning the word "restricted” and tick the 
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Restricted specimen box if this is the case. 


RESTRICTED PLANT MATERIAL. NOT TO BE LOANED OR ' 
Loan/sampling requests and new determinations to be sent to the 2 
Millennium Seed Bank Project Herbarium Liaison Officer, $ 

a 


Herbarium, RBG Kew, Richmond, Surrey, TW9 3AE, UK. Email: 
msbh 
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2. Collection details 


MADAGASCAR 
Prov. Tananarive 
Family: LEGUMINOSAE 
Vigna 
det. A. Rakotozafy 1981 


Vicinity of Station Forestiere Antsam 
andran 
disturbed prairie area; elev. 1750 ee ġa 


Vine; flowers reddish-violet 
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2. Collection details 


Collector(s) 2 


Collector number 2 


(to) 


Cultivator (if relevant) 2 


Cultivation Date (if relevant) (from) 1 2 


(to) 


Collector(s) 

This information should be on the main label and can be listed under Coll. or Leg., this is different 
from Det. (denoting the person who identified which species this specimen belongs to) or Comm. 
(denoting the person who sent the specimen). 


If the collector’s name is missing, write “collector unknown”. 


Collector(s) should be recorded as [Last namel, (Initiall. (Second initial]. Write each collector name 
on a separate line. If there are more than four collectors, enter the remaining names in the last box, 
separated by semicolons. 

Example: John K. Smith, Harry Wright, Kerri Lana, Tom F. Jones and Jenny Roberts would be: 

Smith, J.K. 

Wright, H. 

Lana, K. 

Jones, T.F.; Roberts, J. 

If you are uncertain which is the surname for the collector then please transcribe as written on the 
label, some local collectors may not follow the typical European format. If the label is difficult to read, 
just do your best and click on “Create Forum Topic” as someone else may be able to help. 


The Harvard University Herbaria & Libraries (HUH) have a useful Index of Botanists here: 
https://kiki.huh harvard.edu/databases/botanist index.html, and tick “Find similar sounding names”. 
TIP: If you can’t work out the name collector’s name, enter the country in the HUH search above — 
this may narrow it down for you and will give you the collector’s date range. 


This page might help you to identify some collectors’ signatures: 


x 
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Collector number 

This is the number assigned to a specimen collection by the principal collector. In principle each 
specimen collection should be assigned a unique Collector & Collector number combination, although 
different collectors may differ in their practice. The collector number is often found next to the 
collector name or the plant name and sometimes has a prefix before it, or a suffix after it. If the 
collector number has a prefix, enter as [Prefix] [Number] e.g. TMEX645 with no spaces and vice-versa 
for suffixes. 


If there is no collector number, have a look to see if there is a field or institute number on the label. If 
so, add this number in the collector number field. E.g. FRIxxxx for a Forest Research Institute number. 
If there is no collector number or Field/ institute number, then the Collector number should be noted 
as “s.n.” (short for the Latin “sine numero” — which means that no collector number was assigned to 
this specimen). 


Collection date 

Collection date should be noted numerically, day in DD format, numeric month in MM format (e.g. 05 
for May) and the 4-digit year in YYYY format. If there is a range of dates for collection (e.g. “March 29 
— April 2, 1954”) please reflect this in the “from” and “to” dates. If there is simply one date, please 
record this in the "from" boxes. If the plant was cultivated, please record the date the plant was 
originally collected. 

'Rec'd' (received) and “Comm.” (communicated) dates are not collection dates, please enter these 
in the Additional information field if there is no collection date. 


Cultivator (if relevant) 

In some cases, the plant will have been cultivated, meaning it was removed from the wild and grown 
elsewhere. In these instances, there will most likely be a designated “Cultivated” label stating the 
name of the cultivator. This name should be recorded in the same format as the collector’s name (i.e. 
[Last name], [Initials].). 


Cultivation date (if relevant) 
The cultivation date is the date on which this particular specimen was collected. Similarly, this should 
be noted in the same format as the collection date. 


Additional information 
Enter any additional information given on the sheet. Leave this blank if there isn’t any. 


3. Location details 


Cultivated 
Cultivated refers to a collection that was grown by humans, not found in the wild. A specimen is 
often designated as “Cultivated” on the label or may say “Cultivated at...” or “Grown in...” 


Check the box if the specimen was cultivated. 


K Country 


Select the country from the picklist, (if you are unsure, select “Unknown or ambiguous”). 


Hopefully the information on the label makes it clear in which country and area the specimen was 
collected. If not, you can use the online resource http://www.geonames.org/ to help you. 


Country as on label 

If the country does not show in the Country picklist (most likely due to it being an old name), please 
transcribe it here exactly as it is shown on the label. Then, select the current accepted country name 
from the Country picklist. 


jk State/Province/Territorv 


Next, trv to determine the highest-level division from the information on the label. This is usuallv a 
State, Province or Territorv. 


Verbatim Localitv 

The rest of the localitv information (In the case below — 'Ambatofinandrahana, Ampangabe, environ 
3 km au Sud Ouest du village d'ltremo.”) can be entered in the Verbatim Locality field. Transcribe this 
exactly as written, not the current or translated name. 


Elevation 

If just one elevation (altitude) is provided, enter it in the “from” field. Be sure to add the appropriate 
units from the drop-down menu. For sea-level please enter O m. Please note: Elevation is not the 
height of the plant itself, this information would go in the Plant Description field. 


Verbatim Latitude and Longitude 

On rare and fortunate occasions, the latitude and longitude of a collection will be provided on the 
specimen label. If this is not the case and it is not stated on the label, this section should be left blank. 
If there are coordinates, select from degrees-minutes-Seconds (DMS) or decimal degrees (DD) 
depending on what format the coordinates are in on the label. If the coordinates are in any another 
format, please enter them in the Verbatim Locality field. 


DMS often look like: Latitude: dd' mm' 58” S DD often look like: Latitude: dd.xxx 


Longitude: dd° mm’ F E Longitude: dd.xxx 


Habitat 
The description of the area in which the specimen was found as written on the label, for example, 
“savane herbeuse”, meaning grassy savannah. If in another language, please do not translate. 


Plant Description 

The description or general appearance of the plant as written on the label, for example, “Plante 
herbacée, rampante, feuille trifoliolée, poilue, fleur violette, inflorescence axillaire'. If in a foreign 
language, please do not translate. 


[Ampanaabe, environ 3 km au Sud Ouest du village ditremo._ | 
20°36'58" S, 46°37'07" EJAI: 1371m 
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DESCRIPTION: Plante herbacée, rampante, feuille trifoliolée, poilue, 
fleur violette, inflorescence axillaire. 


' HABITAT: savane herbeuse ) 
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3. Location details 
Cultivated 


State/Province/Territorv ? 


Verbatim Locality Ambatofinandrahana, Ampangabe, environ 3 km au Sud Quest du village ? 
d'Itremo 


Cultivated verbatim localitv (if relevant) 2 
Countrv where Cultivated (if relevant) 7 
Elevation 1371 — In | Metres xa jiu 
Verbatim Latitude nem's" 2 


20 


Verbatim Longitude nem's" 2 


46 
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Scientific Name 


Common name 


4. Identification 


Aristolochiac. 
Revised for Flora Malesiana 


Thottea grandiflora Rottb. 


det. Ding Hou MAY sig 19 
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4. Identification — If a label contains information on the name of the organism then record the name and associated information in this section 
Thottea arandiflora Rottb. ? Determined by Dina Hou 
2 Determination notes 
(from) 05 1979 2 


Determined date 


(to) DD 


Scientific Name 

Here, we want vou to record the name that vou can see on the sheet/label. Look for the most recent 
determination of the scientific name given on the sheet. This mav not be the same as the name that 
has already been filled in under ‘Taxa:’. Please enter the information in the format [Genus] [species] 
[author] [any other information] e.g. Thottea grandiflora Rottb. Transcribe the genus name starting 
with a capital letter and the species name with a lowercase letter. The author of the plant name is 
often written in an abbreviated way. This usually corresponds to a standardised way of citing authors, 
so please type it in as it appears on the sheet. 


The scientific name written on the sheet is often hard to read. You can check the spelling of names in 
The Plant List. Go to www.theplantlist.org and enter the genus and species into the search box (please 
note: use this just for spelling, not to check what the accepted species name is). If in doubt write the 
name exactly as found on the specimen label, including subspecies, varieties and cultivar names. 


There may be more than one scientific name given on the sheet. In these instances, enter the most 
recent determination, if you can tell which one that is. 


If in doubt as to which name to enter, leave blank and write “Uncertain which name to transcribe”. 
If no scientific name is given for the specimen, please enter “Not given” in this field. 


TIP: On handwritten specimen labels, it may be useful to search for the name in The Plant List to check 
the spelling. 


Sometimes a determination slip is stuck over two or more collections on a single sheet. If it is not clear 
which specimen it belongs to, add the name to each of the specimens you are transcribing from that 
sheet. 
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Common Name 
Enter the common name if given on the label. This may come under “vernacular” or “native” name. 
Leave blank otherwise. 


Determined by 
The determiner is the person who has identified which species this specimen belongs to. 


It is the name usually written on the determination or “Det.” label. The determiner should be 
entered in the format [Lastname], [Initials]. If you are uncertain which is the surname for the 
determiner then please transcribe as written on the label (e.g. Ding Hou). As in this example, some 
determiners’ names may not follow the typical European format. If there are several determiners, 
separate them using a semicolon. 


In many cases the determiner will not be given on the label and in these cases leave the field blank, 
do not automatically enter the collector name. 


If the label is difficult to read, please click on Create Forum Post and ask others for help or click on 
Skip if you are struggling with the whole specimen. 


You can use the HUH link (given in the Collector section above) to search for names. 


Determined Date 
This is the date when the determiner actually identified the plant. 


Determined date should be noted numerically, day in DD format, numeric month in MM format (e.g. 
05 for May) and the 4-digit year in YYYY format. If it is not present, leave this field blank. 


5. Notes 


Each record you make is checked and validated by one of Kew’s herbarium staff or volunteers. In this 
section record any comments that may assist the person who will be checking the transcription of the 
labels. 
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